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Pernanent Piles
of the
Office of Operations
Sovuat Btaff
{8chedule No. 25.03 ~ 57)

SUBJECT FILE

Consists of correspondence, reports, guide requirements,

charts and other substantive material which document the

policiecs and prograws of the Staff. File also contains

records accummlated in performing general housekeeping

and aduinistrative functions relating to budget, security,

personnel, training, etc. Filed according to gubject.
(1955 to date)

a. BHubstantive and docuwentary records.

INFORMATION REPORTS

Thig f1le consists of the record set of all published
| |reports produced by the Staff. The file is being
retained for reference and informational purposes.
Copies of the reporis are sent to CIA Library, PFiled
by report number,
(1950 to date)
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STANDARD FORM NO. 64

Oﬁce/%momndum * UNITED STATES GOVERNM?NT

TO : Records Center DATE: 28 January 19130

25X1 FROM

SUBJECT: Sovmat Records Control Schedule 25,03-57

Flease make the following changes in the disposition instructions:

5
Itenm ) /& /‘/
5 Teoporary. Destroy afterﬁ years.
‘ ' 12 ‘I‘f.ampcrary. Destroy after 3 months. Cut off file at end of each

wonth; retain for 3 wonthe then destroy.

13 Tewporery. Destroy after 2 years. Cut off at end of each year;
’ retain in curront Tiles avea for 2 years then destroy.
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Chief, Sovmat Steff

{hief, Records Mepmperent Steff

Audit of Records Menagerent Program

: 1. The attached revised Hecords Control Schedule was pre-
paved s a result of sn auwdit of the Records Mansgement Program
conducted for your Staff.

2. The pew schedule reflects the changes required since the
initiation of the program in your ares during 195:. Since that
time, the Staff has retired eix cuble feet of records to the
Fecords Center, and destroyed two cubice feet of records within
the office in secordance with the disposition instructlons approved
for your records in 1954, Although your total volume of records
is smell {£3.2 cubie feet), and filing space more than adequate for
meintaining these records, an sctlve disposition progrsm should not
be overlooked. Systeretic applieation of the disposition instructions
syreed opon in the Hecords Coumtrol Schedule will enable the Staff to
mainksiu the records on a current basis end, in turn, will produce
other intangible benefite to the mewbers of the Staff,

3. Additional rmonetary savings and e more economical use of office
syaee and Piling equipmnt eould be realized in your area by adopting
the Apency's standnrd Avre folder to replace the double pressboard

ILLEGIB standard. £ola6F Wl Ba@qustely sexrve for the durstion of most

fgency Filing éeds Also, there is no necessity for expending

men-hours in yetrieving standexrd folders wvhen destroying your

‘enmporary records., The filing space required to house the double

presshoard folder could be reduced by approximetely 50 percent

and this reduction would release filing equipment.

4k, The mevbers of your Staff displayed an interest in
maintaining an scbive records mensroemant and were very
cooperative during the audit. who prepared the 25X
new schedule, will be svailable at any time o ssesist you with
: Ny

25X1

25X1 Hgt/S /RS
Yincts Becoxds Control Schedule
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53

RECORDS DISPOSITION AUTHORTTY
Records Control Schedule (No. 25.03-5T) for the
Office of Operations/Sovmat Steff is approved
and authority hereby given to implement the

disposition instructions contained therein.

25X1 Preparation and Review: ‘ : l
25X1
£y C%;,W / ?,;’/7 | . | ’ o
e . )
1 ) J 17
. ’ Branch %&Z—ﬁ
Lc WY
. Date
5 ﬂ!""‘m,@-i% {t et o ‘S\ §
w":" Dd’}/ * »p-r( B Qﬁﬁ 3 3 Mennt e
P 68T
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Vol August 6, 1957
/ Ttem Changes for Sovmat Schedule
01d Schedule New Schedule
25.03-54 25.03-57
1 la
2 2
3 1b
New item 3
b b
5 5
6 deleted
7 6
8 7
9 8
10 9
11 10
12 11
13 12
14 13
Equipment ' ok

5 legalk:safes
1 vaulted area
1 productol control board

Permanent records
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SCHEDULE NO.

LZAD.QOA.@QQQBBW-

CONCURRENCE

OFFICE, DIVISION,

BRANCH

OFFICE OF OFERATIONS - SOVMAT STAFF

S IGNATURE

2

VA Gl PO 7 a7

FORM NO.
1 JAN 56

|39 USE PREVIOUS

EDITIONS.

INToE " (TITLE, DESCRIPT;(;I’;,E SAHL%?;E;;;:,A%%NWCLUSWB DATES) (c‘{lglngFET. ) D'SPOS'T'ON 'NSTRUCT'ONS
h SUBJECT FILE t *
Consists of correspondence, reports, guide
requirements, charts and other substentive
material which document the policies and .
programs of the Staff. File also contains !
records accummlated in performing general
housekeeping and administrative functions
relating to budget, security, personnel, .
training, ete. Filed according to subject. -
(1955 to date)
a. Substantive end documentary records. 1.2 Permanent. Disposal not authorized.
Cut off at the end of each calendar
year; retain in current files area
2 years and transfer to Records Center.
b. Administrative and Housekeeping records. 4.0 Temporary. Destroy after 3 years.
Cut off at the end of each calendar
year; retain in current files area 1
year then transfer to Records Center.
2 INFORMATION REPORTS
This file consists of the record set of all 1.4 Permsnent. Disposal not authorized.
published |reports produced by the Staff. Retain in current files area
The file iIs being retained for reference and indefinitely. Transfer to Records
informational purposes. Copies of the reports Center when no longer needed in
are sent to CIA Library. Filed by report current files area.
number .
(1950 to date)
a
Annrove_1;1_F_(;)_r_Bg]_ea_s_e_2_()_0_5[_0_8,L:[_7_'_C;I,A;R&:\h p T ZA000400060001-3




ITEM NO. FILES IDENTIF ICATION VOLUME DISPOSITION INSTRUCTIONS
Approved For Release 2005/08/17 : CIA-RDP78-00487A000400060001-3
3 REQUIREMENTS INDEX FILE
a. Consist of 5 x 8 cards maintained on all .2 Temporary. Destroy when superseded or
requirements served or levied on Sovmat by - fulfilled.
other offices. Filed by subject category.
N (1957) '
b. These are 3 X 5 cross index referenee .1 Temporary. Destroy when superseded
cards to a above which are filed or fulfilled. oo .
- alphabetically by items title. . -
(1957) S
b LIBRARY REFERENCE MATERIAL
' These are bound books, technical manuals, 2.0 Temporary. Retain indefinitely. )
dictionaries, etc. Used for reference o Return to CIA Library when no longer
purposes. needed. o
-
SOVMAT CASE FILES i 562
> - /0 //’/ds/a.ﬁ' .
Individual case files maintained on each item 7.3 Temporary. Destroy after X years. Place
exploited and anslyzed. They consist of case in inactive file when evaluation is
notifications of receipts, specific require- completed and report published; retain in
ments, coples of contracte, and bills for - current files ares for 2 years, then retire
serqice rendered, findings and analyses, and : to CIA Records Center in anmual blocks
copiea of the final published reports. (1000 units to a dlock).
(Originel contracts filed in Logistics; bills
sent to Finance). Filed by Item Case Number.
. (1952 to date) s
, 6 NOTICES OF RECEIPT ’
1 1.3 | Temporary. Destroy when 3 years old.
’ Maintain active file on a two-year level.
(1953 to date)
Approved For Release 2005/08/17 : CIA-FtbP78—DO§p7A000400060001-3
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description, and various reference numbers used
by other offices.
(1950 to date)

b. Kardex 5 x 8 card cross reference filed by .1
Item Number
¢. 3 X 5 card file filed by subject title .d
d. 3 x5 card file filed categorically and .1
numerically thereunder.
e. 5 % 8 card file maintained by OOT report .1
number.
orar-
gaib;;,

Used for assigning item numben].

ITEM NO. FILES IDENTIFICATION ) VOLUME DISPOSITION INSTRUCTIONS
Approved For Release 2005/08/17 : CIA-RDP78-00487A000400060001-3
7 REFERENCE PUBLICATIONS
Consist of publications, pamphlets, reports, Temporary. Destroy when obsolete,
technical manuals, catalogues, etc. Maintained superseded or when no longer needed.
for reference purposes. Filed by subject
category.
3
8 CHRONOLOGICAL READING FILE -
Extrs copies of correspondence and dittoed 1.3 Temporary. Destroy after 1 year. «“_’
copies of requests originating in the office. Cut off file at the énd of each calendhr
Maintained as a convenience file, Filed year; retein in current files area 1 .
chronologically. year and destroy. :
(1954 to aate)
9 CROSS REFERENCE INDEX SYSTEM o &
A cross~indexed system maintained on the Temporary. Destroy when obsolete or -
nunbers assigned to an item by the various no longer needed. _
requestors. It is an aid in locating the -
case folder.
a. Item number control log. Lists item .3

Approved For Release 2005/08/17 - CIA-RDP78-00487 A000400060004.3
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1TEM NO.| FILES IDENTIF{CATION VOLUME DISPOSITION INSTRUCT |ONS
' Approved For Release 2005/08717 : CIA- RDP738- U(J?#BIAUUU4UUU!:UUU1-3
I
10 | CONTROL .CARDS cf;mﬁfimi
These are unnumbered 8 x 12 cards showing .2 Temporary. When report is published,
date of receipt, item number and stetus of place card in inactive file. Dispose
material being expolited. Upon completion in accordance with Item #5. B
N of evalustion, card is removed from control 2
board and placed in insctive file. File by
item mumber, . :
1 MATL LOGS T
4 Retained copies of logs used for recording all . !
classified material received and dispatched » )
by the Sovmat Staff as required by existing .
regulations. Maintsined chronologically. i z
a. Copies of Top Secret logs maintained .1 Temporary. Diéposal not authorized by
on in and out movement of top sechet material. this schedule; retain in current files
Original forwarded to Area Control Officer. area indifinitely. ' ;. .'°~
(1950 to date)
b. Form 38-14 used for recording classi- .2 Temporsry. Destroy after 1 year. Cut
fied mail (other than top secret) in and out off at the end of each year; retain
of the office. in current files area 1 year and destroy.
(1955 to date) o
12 COURITERS CLASSIFIED MATL RECEIPTS
) . 3
. Copies of mail receipts signed by couriers kA Temporary. Destroy after X wesee. %
. in picking up mail for delivery to addressees. off file at the end of each ..jeess o
Filed by receipt number. retain in current files aread yeexr -
then destory. YA@C
’ 17
13 DOCUMENT RECEIPTS '\ ‘
These are signed copies of Form 38-16 .1 Temporary. Bie —nrb—aatho¥ize h
Document Receipt meintained on material trans- sehgdaides Cut off at the end of each
mitted within the ageney or to other year; retain in current files area X
agencies., Filed chronologically. yearSthen mt&MM
Approvad Eor Release 2005/08/17 - CIA-RDP78-00487A000400060001-3
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OFFICE.

DIVISION, BRANCH

OFFICE OF OPERATIONS -~ SOVMAT STAFF

SCHEDULE NO.

7A00040006000

%5503 -5k

DATE PREPARED

2 July 195k

APPROVING OFFICIAL

I TEM
NO.

FILES IDENTIFICATION
(Title, description, arrangement, and inclusive dates)

VOLUME
(Linear Ft)

TYPE OF FILING
EQUIPMENT

DISPOSITION INSTRUCTIONS

1.

ao

25X

3

| various ‘persomnel matters, requisitions, 3

SUBJECT FILE

Consists of correspondence, reports, guide
requirements, charts and other papers that
document the policies and functions of the
Staff which is regponsible for the collec-
tion, analysis and evaluation of foreign
material., Filed according to subject
title,

(1950 to date)

INFORMATION REPORTS

This file consists of single copies of all

r]publishedlIL‘epor'bs produced by the

Staff, Used for reference and informations

purposes, Copies of the reports are sent

to OCD Library. Filed by report number.
(1950 to date) .

ADMINTSTRATIVE SUBJECT FILE
nsists of correspondence, memos, forms
d other papers which accurmlate in the
general admms'bratlon and operation of
$he S:l',afi; functions. They relate,to such

G

sub,jects as budget, training, security,

accom'xtlng, and other, housekeeping
functisns, Filed according to Agency
File Manual, )

(1950 to date)

3.0

ol
Al

3.0

Approved-ForReleas

legal safe

legal safe

legal safe

20 00 AR

Permanent,

Permanent,

Temporary.

Disposal not authorized

by this schedule, Cut off at
the end of each calendar year;
retain in current files area
2 years then transfer fo CIA
Records Center.

Disposal not

authorized by this schedules
Retain in current files area '
S years then redire to CIA
Records Center., -

Destroy after 3 years.

Cut off file at the end of each
calendar year; retain in current
files area 1 year then transfer
to CIA Records Center,

V.Y Y.V T.Y.V.V.Y.V.V.V .
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lNTOE.M (Title, descripti‘;;lrzir:l;fv::LFe:l(;?T:l?nZ inclusive dates) (Lzy:::rEFt) TYPEEOL‘JJIFPMENT ¢ DISPOSITION INSTRUCTIONS
LJ LIBRARY REFERENCE VMA TERTAL
These are bound books, technical manuals, 3.0 On individual Permanent, Retain indefinitely,
dictionaries, etc. Used for reference desks Return to CIA Library when no
purposes. longer needed.
4 5/ SOVMAT CASE FILES
Individual case fileswon each item 10.h legal safe Temporary. Destroy after
exploited and analyzed, They consist 5 years, Place case in inactive
of notifications of receipts, specific file when evaluation iscompleted
requirements, copiesof contracts and and report published; retain in
bills for services rendered, findings current files area for 2 years
‘and analyses, and copies: of the final then retire to CIA Records Center
published reports, (Original contracts
filed in Yogistics; bills sent to
Finance). Filed by Item Case Number,
(1950 to date)
6, GEOGRAPHIC POTENTIAL FILE
"This file contains information on 1.0 legal safe Temporary. Destroy when obsolete
;various fairs to be held and on other superseded or no longer needed.
2o | ‘isources where material of interest
mp might be obtained, Folders consist of
& report, newspaper article, State Depart-
i ment dispatch or other form of notice.
€ Used for reference purposes, Filed
] < geographically by country,
(1950 to date)
T
Approved-For-Releasd-2005/08/M47:GIA-RBP78-00487A000460060001-3
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lN.IDOE.M (Title, descriptiZ:ll:EirItZEl;:;::li?TLi’ff inclusive dates) (Lx‘vr?eL:rEFt) TYPEEQL?IFPMENTNG DISPOSITION INSTRUCTIONS
7. | NOTICES OF RECEIPT.
25X1
These are copies of | | 1.2 legal Temporary., Destroy when 2
Notifications of Receipt of foreign ’ years old. Haintain active -
material which 1s available for analysis. file pn a two-~year level.
1 Filed numerically.,
(1950 to date)
8, | REFERENCE PUBLICATION3
Consist of publications, pamphlets, re- 3.0 legal Temporary. Destroy when
ports, technical manuals, catalogues, etc. obsolete, superseded or when
Maintained for reference purposes, Filed no longer needed,
by subject category. ’
9, | CHRONOLOGICAL READING FILE
Extra copies of correspondence and dittoed 1.0 legal safe Temporary, Destroy after 1 year,
copies of requests originating in the Cut off file at the end of each
office, Maintained as a convenience file. calendar year; rebtain in current
Filed chronologically. files area 1 year and destroy.
(1952 to date)
we
e ..
10. e(SRDSS REFERENCE INDEX SYSTEM
%}cross-indexed system maintained on the Temporary. Destroy when obsolete
muambers assigned to an item by the various or no longer needed,
requestors., It is an aid in locating the
case folder,
SEORET |
Ar\lr_\rn\lnrl Eor Releasel2005/08/17+- CIA-RDPR78-00487 004000660064=3
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I TEM FILES IDENTIFICATION VOLUME TYPE OF <]
NO. (Title, description, arrangement, and inclusive dates) (Linear Ft) EQUIPMENT

DISPOSITION INSTRUCTIONS

CROSS REZFERENCE INDEX SYSTEM (CONTINUED)

a, Item number control log., ILists item o2 legal safe
description, and various reference numbers
used by other offices, Used for assign-

1 ing item number.

(1950 to date)

‘ b. Kardex 5x8 card cross reference filed o1 Kardex
by Item Number,

¢, 3x5 card file filed by subject title 1 3%5 card boxes

d., 3x5 card file filed categorically and .
numerically thereunder,
25X1

e, 5x8 card file maintained bDeport .1 card file
number,

1~

3x5 card boxes

11.| CONTROL GARDS

These are unnumberedka_'LZ cards showing 2 Produc tol-file Temporary., When report
date of receipt, item number and status is published place card in
of material being exploited, Upon case folder, Dispose™ in
completion of evaluation card is placed accordance with Item #5,
ifi¥case folder, Filed by item number
cﬁi’%rent.‘

& .

&

<3¢

s

Lot

y
A WM“‘“ 066406066661=3
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Appr or Release
FILES (DENTIFICATION
description, arrangement, and in®lusive dates)

(Title,

VOLUME
(Linear Ft)

TYPE OF
EQUIPMENT

NG

DISPOSITION INSTRUCTIONS

13,

b,

MATL IOGS

Retained copies of logs used for recording
all classified material received and dis-
patched by the Sovmat Staff as required
by existing regulations. Maintained
chronologically. .

a, . Copies of Top Secret logs maintained
on in and out movement of top secret
material, Original forwarded to Area
Control Officer.

" (1950 to date)

b, Form 38-1kL used for recording classi-
fied mail (other than top secret) in and
out of the office.

{1950 to date)

COURIERS CLASSIFIED MAIL RECEIPTS

Copies of mail receipts signed by couriers
in picking up mail for delivery to ad-

dpessees, Filed by receipt number,
et

.

e .
DOCUMENT RECEIPTS

< :

These are signed copies of Form 38-16
Document Receipt maintained on material
transmitted within the agency or to other
agencies., Filed chronologically,

o1

.3

.1

FORM NO.
1 NOV 53

36-269A

legal safe

legal safe

legal safe

legal safe

Temporary. Disposal not
authorized by this schedule;
retain in current files area
indefinitely.

Temporary. Destroy after 1

year. OCut off at the end of each
year; retain in current files area
1 year and destroy.

Temporary, Destroy after 1 year.
Cut off file at the end of each
year; retain in current files
area 1 year then destroy.

Temporary., Disposal not
authorized by this schedule.
Cut off at the end of each
year; retain in current files
area 1 year then transfer to
CIA Records Center.

-;-igigiflii§r7n oo
O ]rw A ded-d

UUUSUUUOUUUT

(ay)




